
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. C U 2 8 
Page 1 of 2 

Agency 
Cecil County Government 

Division/Unit 
Planning and Zoning 

Item 
No. 

Description Retention 

This series includes general planning and zoning records. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

Growth Allocation Request 

Master Water and Sewer Plan Amendment 

Variances 

Special Exceptions 

Retain permanently and transfer 
to archives annually. 

Retain hard copy until updated 
or superseded then destroy 

Retain hard copy until scanned 
and image verified then destroy 
hard copy. Retain imaged copy 
until updated or superseded 
then destroy 

Scan original and verify image. 
Retain hard and imaged copy 
until expiration date of the 
special exception then transfer 
hard and image copy every 5 
years to Archives. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name 

Title IT & Records Retention Director 

Scott Mesneak 

Schedule Authorized by State Archivist 

Date HKamrcJlA 7 J M j 

Signature 

DGS 550-1 



Agency 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Cecil County Government 

Schedule No. c. 112.8 

Page 2 of 

Division/Unit 
Planning and Zoning 

Item 
No. 

7 
8 

9 
10 

Description 

Site Plans 

Rezoning 

Agricultural Preservation 
Historical District Applications 

Appeals 
Subdivisions, Major and Minor 

Retention 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy until 
demolition or thirty (30) 
years, then destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for 
twenty (20) years, then 
destroy 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Scan original and verify 
image. Retain hard and 
imaged copy permanently and 
transfer every 5 years to 
Archives. 

DGS 550-1A 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•J10-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•J10-799-1930 

PAGE 1 OF 10 

1. Department/Agency 

P l a n n i n g a n d Z o n i n g 

-2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normallv filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Agr icu l tura l P r e s e r v a t i o n 

5. Earilest Year/Latest Year 

1 9 8 5 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the'.ty'pes of inforrnatio'n/docurrents/for'rns found in the series. Include the purpose or function of the series.)-

R e c o r d of w h o h a s app l i ed for P D R a n d M A L P F d e s i g n a t i o n a n d w h o h a s sold their d e v e l o p m e n t rights. 

7. Re cord'Series Formats) List all 

• Letter Size ' • Mcrofifm 

0 Legal Size .0 Computer Tape 

0 Audio Tape o Floppy Disk-

• Bound Boot • video Tape, 

• Other Csnedfv) 

0. Record Series Sequence 

• Alphabetical 

D Numerical 

• Chronological 

• Geographical 

• Other (soecifV) 

Keyword Lookup 

9: Volume 

• FHe.Drawer(s) 

• Microfilm Reel(s) 

n Cnmnunv Tanefsl 
Number 

0 Other ("soeciM 

7. Re cord'Series Formats) List all 

• Letter Size ' • Mcrofifm 

0 Legal Size .0 Computer Tape 

0 Audio Tape o Floppy Disk-

• Bound Boot • video Tape, 

• Other Csnedfv) 

0. Record Series Sequence 

• Alphabetical 

D Numerical 

• Chronological 

• Geographical 

• Other (soecifV) 

Keyword Lookup 

10: Annual Accumulation 

• File Drawer(s) 

O Microfilm Reel(s) 

o Comouter Tanefs} 
Number 

• Other (specify) 

1 1 . File Is Used 

• Daily • Weekly, |M]nil i ly. • Annually 

12. File Becomes Inactive After 

Indefinitely 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

P l a n n i n g a n d Z o n i n g O f f i c e 

14. Is Record Series Duplicated Elsewhe're? (If yes, specify agency or office.) 

n Yes • No 

15. Access Restrictions (IfYes, cite Law(s) 8- Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Inde*. System used?.If yes,.explain briefly and describe requirements 

• Yes • No 

10. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number, 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. U93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410)799,1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410)799,1930 Paae "L- of 10 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION. 
Planning and Zoning 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Appeals 
5 EARLIEST YEAR/LATEST YEAR 

1962 j o 2010 

6 INPUT - Identify source of information to be entered 

Paper 
7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the irformation/documenfs/forms 
contained in a series. Include purpose and function of the system. 

Record of who has applied for PDRecord of issue and decision regarding administrative decision by this 
office.R and MALPF designation and who has sold their development rights. 

9 POLICY ON ACCESS AND USE Explain or attach copy if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle: 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 

Scan original and verify image. Retain hard and imaged copy permanently and transfer every 5 years to Archives. 
13 TYPED OR PRINTED NAME OF 

PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF W 

1. Department/Agency 

P l a n n i n g a n d Z o n i n g 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

G r o w t h Al locat ion R e q u e s t 

5. Earliest Year/Latest Year 

1 9 9 0 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the.types.of informatlo'n/dociiments/fQr'ms found in the series. Include the purpose or function of the series.) 

T o c h a n g e C h e s a p e a k e B a y critical a r e a d e s i g n a t i o n f r o m o n e land u s e district to ano ther . 

7. Record Series Format(s) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

o Other rsDedfvl 

9. Record Series Sequence ( 

a Alphabetical 

0 Numerical 

• Chronological 

D Geographical 

• Other (soer.lftf 

Keyword Lookup 

9; Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Comnuter TaDfifsl 
Number 

n Other (snedfvl 

7. Record Series Format(s) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

o Other rsDedfvl 

9. Record Series Sequence ( 

a Alphabetical 

0 Numerical 

• Chronological 

D Geographical 

• Other (soer.lftf 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

•'. Microfilm Reel(s) 

• ComDuter Tapefsl 
Number 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly h Monthly, o Annually 

12. File Becomes Inactive After 

Indefinitely 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

P l a n n i n g a n d Z o n i n g Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) & RegularJon(s) 

• Yes • No 

16. Audit Requirements 

• None O State • Federal a Independent 

17. Is ah Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain Permanently and transfer to archives 
annually. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/B3) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

AGENCY RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

PAGE M OF 1 ^ 

1. Department/Agency 

P l a n n i n g a n d Z o n i n g 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

H is tor ica l District A p p l i c a t i o n s 

5. Earliest Year/Latest Year 

2001 „ 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series- include the purpose or function of the series.) 

R e c o r d of p roper t ies that h a v e b e e n e n c u m b e r e d by historic d e s i g n a t i o n . 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

D Other fsoedfv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other (SDeclfv) 

Keyword Lookup 

9: Volume 

D File.Drawerfs). 

• Mcrofilm Reel(s) 

n Computer TanpM 
Number 

• -Other ("sneclM 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

D Other fsoedfv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other (SDeclfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n Comnutp.r TappfVi 
Number 

• Other (specify) 

1 1 . File Is Used 

0 Dally • Weekly • rvtonthly. o Annually 

12, File Becomes Inactive After 

Indefinitely D M o n t h ( s ) D V e a r ( s ) 

Number 

13. Current locations) (Bldg.. Floor, Room) 

P l a n n i n g a n d Z o n i n g Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

D : Yes • No 

15. Access Restrictions (If Yes. cite Law(s) & Regulatlon(s) 

• Yes • No 

•16. Audit Requirements 

• Nrjne • State • Federal o Independent 

17. Is an Index System used?!lf yes,.explain briefly arid describe requirements 

• .Yes • ' 'No 

.18. Reromrnended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name 3nd Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE S OF 10 

1. Department/Agency 

P l a n n i n g a n d Z o n i n g 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

M a s t e r W a t e r a n d S e w e r P l a n A m e n d m e n t 

5. Earliest Year/Latest Year 

2 0 0 4 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the. types of Informatlbn/documents/forrns found in the series. Include the purpose or function of the series.) 

T h e d o c u m e n t c o n t a i n s t h e resolut ion a n d record of a n app l ica t ion to a m e n d the w a t e r a n d s e w e r p l a n . 

7. Record Series Formats) List all 

• Letter Size • • Microfilm 

• Legal Size a Computer Tape 

• Audio Tape Q Floppy Disk 

O Bound Book • Video Tape, 

• Other Csnedfwl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other fsnecifvS 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

0 Microfilm Reel(s) 

n CnrmntPir Tanpfsl 
Number 

• Other fsoeeifv) 

7. Record Series Formats) List all 

• Letter Size • • Microfilm 

• Legal Size a Computer Tape 

• Audio Tape Q Floppy Disk 

O Bound Book • Video Tape, 

• Other Csnedfwl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other fsnecifvS 

Keyword Lookup 

10. Annual Accumulation 

0 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 
Number 

• Other (specify) 
n . File Is Used 

• Dally ^Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Indefinitely 

Nurrber 

13. Current Locations) (Bldg.. Floor, Room) 

P l a n n i n g a n d Z o n i n g Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes • No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes • No 

16- Audit Requirements 

• None • State O Federal D Independent 

17. Is an Index System used?.1f yes, explain briefly arid describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy until updated or superseded then 
destroy 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/03) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Page of 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Planning and Zoning 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Rezoning 
5 EARLIEST YEAR/LATEST YEAR 

1962 jo 2010 

6 INPUT - Identify source of information to be entered 

Paper 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

The document is an opinion and official record of an application to change the zoning designation of a 
property. 

9 POLICY ON ACCESS AND USE - Explain or attach copy, if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for twenty (20) years, then destroy 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page of 1L 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Planning and Zoning 

3 UNIT 

DEFINITION - Record.Series - A group of related records stored electronically and used as a unit for reference as Well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Site Plans 
5 EARLIEST YEAR/LATEST YEAR 

1979 jo 2010 

6 INPUT - Identify source of information to be entered 

Paper 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Record of what was approved for commercial/industrial development what the conditions related there to 
(do not involve the construction of the building, but rather its location on the property). 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy until demolition or thirty (30) years, then destroy. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 Page * of 10 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 

Planning and Zoning 
3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Special Exceptions 
5 EARLIEST YEAR/LATEST YEAR: 

1962 jo 2010 

6 INPUT - Identify source of information to be entered 

Paper 
7 OUTPUT - Identify the ,use/s of information generated by. system 

Electronic Document - IBM Content Manager 

contained in a series. Include purpose and function of the system. 

The document is an opinion and official record of an application to permit a specific use for a finite period. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle; 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 
Scan original and verify image. Retain hard and imaged copy until expiration date of the special exceptionthen transfer hard and image copy every 5 yearsto Archives. 

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE 
PREPARER 

Scott Mesneak 410-996-5205 9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6; 



INSTRUCTIONS- Type or print a 
separate form for each neWrevised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18:04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS- Type or print a 
separate form for each neWrevised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18:04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 Paoe 1 of 10 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Planning and Zoning 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Subdivisions, Major and Minor 
5 EARLIEST YEAR/LATEST YEAR 

1976 jo 2010 

6 INPUT - Identify source of information to be entered 

Paper 
7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

contained in a series. Include purpose and function of the system. 

Record of what was approved for land development on properties. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

TO UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle; 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 

Scan original and verify image. Retain hard and imaged copy permanently and transfer every 5 years to Archives. 
13 TYPED OR PRINTED NAME OF 

PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 Paqe 10 of 10 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Planning and Zoning 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Variances 
5 EARLIEST YEAR/LATEST YEAR 

1962 JO 2010 

6 INPUT - Identify source of information to be entered 

Paper 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

The document is an opinion and official record of an application to permit relief from a specific regulation. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION 
Retain hard copy until scanned and image verified then destroy hard copy: Retain imaged copy until updated or superseded then destroy 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 550-6 
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